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op UNDTED STalTES DePaAnTRNT OF  AGHICULTUR. 


Agricultural Research Administration 
Bureau of asriculturai and Industrial Chemistry 
Wastareton’ 25," Di, (Cy 


December 12,<1947 


BURBSL MehCRANDUM 401 


Prevarabion, Review, and Approval of Manuscripts for Publication, 


Presentation or Processing 


PO DERECTONS OF ReEGICNaAL RESIN We LiBCRATORIES ,) BURSAU DIVISTCN Heaps), 
AND CRRFICERS IN CoARGE OF FlsLD STATIONS 


The procedure outlined in the attachment to this memorandum will be 
observed in the preparation, review and apnroval of Bureau manuscripts 


for official presentation and for official and/or orivate pusiication, 


This. memcrandum supersedes bureau Memoranda 335 and 326 and all 
preyious memoranda on this subject. 


Nenuseripts orisinebine in the Bureau Divisions headquartered in the 
regional He lec sions es will be edited bt the editors of the respective 
Laboracories, It will be the responsibility of the Bureau, Division 
Head to suomit these manuscripts to the editor thro ugh the Difecver 
or tne Laboratory concerned, Manuscripts origineéting in Bureau 
Divisions in the “asnington-Beltsville Area will be edited in the 
pureed Division of Information, washington, 
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Louis 3B, Howard 
chief of Bureau 
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UND TED SEPATES DEPAr cana OF sGRICULTURE 
Agricultural Research Administration 
Bureau of Agricultural a Industrial Chemistry 
Washington 25, Ds) C: 


Preparation, Review, and Ap moreva on of hianuscripts hoy Puolication, 


Presentation or Processing 


een eso seven nnn eee reer nae nce rm rare 


(Attachment to Bureau Memorandum 401) - 


OFFICIAL MeNUSCHIP’ 


Nanuscrists for publication will be handled according to the four 


i 
folicwing steps: 


igo Preparauion 2s and review by Division Head: The Division 
heac and Sechion leadérs of the Division in which the-manuscript originates 
will assume responsioiliit; for the careful preparation and initial review 
of the manuscript. The Division Read will review carefully each manuscript 
Gye S, Carl Lest drat and decide whether the subject matter is developed 
tO 4&@ point sufficient to justify publication, eae é€ a manuscript is 
‘submitted for vechnical eee des step 2 below) the Division Head will 
ssure himself that its clarity, sélection and Lets of data, 
justifiability of conclusions and general adequacy, meet the highest 
standards anc the specific requires.ents of the journal or other medium in 
which the manuscript is to be published, The Division Head should also 


Bear in) mind the inpact of publication on patents, pending or to be filed, 


ope pease | review: The manuscript will be submitted to the 
Drecior ob the. Re gional Laboratory or Head of the Bureau Division who 
Will arrange for technical review within his Laborstory or Division and 
adgicvion for technical review by two Bureau scientists in other 
net jonal Laborztories or Bureau Divisions who, in the opinion of the 
ector (or Head of bureau Divis sion) of the originating laboratory, are 
best qualified to evaluate the material presented in the manuscript, 
Submission of manuscripts for review will be made through the Director 
of the Regicnal Laboratory or Head ef the Bureau Division in which the 
reviewer is located, If the réviewer selected is absent or finds it 
impossible for any reasori'to make the review requested, the Director (or 
Heacl of Bursau Division) of the reviewer's laborctory will suomit the 
manuscript. lo another, scientist in his laboratory whc, in his opinion, 
es compenient LG review it. ° Li’ thé~subject. matter of: the manuscripoyasjo® 
such nature that the Director (or Head of Bureau Division) of the 
originsting iabor:tory feels that it cannot receive competent tecunical 
review in other Sureau laboratories, it will be unnecessary to Solicit 
reviews outside of the originating laboratory and the manuscript can, be 
suoiitted ae for editorial review (Step 3), However, when a 
manuscript which feils within this catezory has been editoriaily reviewed 
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and is suomitced for Bureau approval, it should be accompenied by 2 
brief statement explainine why 4 teennical review outside of the 
oricinating laboratory ‘or Division was, netymade, + 
Réviewers widl-contine their atvention bo the technical aspects 

the ge eae eS cule althoueh they; may wish\to make suggestions for the 
dinproveren’ of clarity On eran manuscripts, and their comments and 
sugzesbions will be returned promptly te the author through the Directors © 
of the Laboratories or Heads of Bureau Divisions concerned, The auchor must 
consider the comments made concerning the technical aspects of the 
manuscripu by the reviewers, gee any differences with the reviewers 


to their mutual satisfaction, and revise his “manuscript accordingly. bo 
Bubhors and reviewers are unable to reconcile differences, settlement will 
pe undertaken by the Directors of thé Laboratories or Heads of Bureau 
Divisions involved, If agreement cennot be reached in this manner, the 
complete file will oe submitted to the Chief of the Bureau by the Director 
of the Laboratory or Head of the Bureau Division in which the manuscript 
originated, 


At the time the lane ae is sent for tecnnical review, & copy 
of the abstract, referred to in Section 4, will be sent to the Directors 
or each of the bopienaiel Laboratories and the Heads of Bureau Divisions 
lovwresponsible: for the Lechnical reviews. Lor une information of the 
stafis of these Laboratories and Divisions, If examinetion of the 
abstract by scientists in the latter Regional Laboratories and Bureau 
Divisions discicses the likelihood of conflict with their observations 
orindic hae of unwarranted overlapping of authorized fields cf work, 
it will be expected that it will be brought to the attention of their 
Laboratory Director or Buréau Division Head, who will, if indicated, 
request a copy of the complete manuscript from the. originating laooragory, 
for further consideration, ; 


ry 


3+, Editorial review: The technically reviewed and revised 
manuscript will be submitted to the (ohana: editor who will réview iv 
carefully: for.clarits: and conformance with the style of the, journeds am 
other medium in which the manuscript is to be vublished. At the 
discretion of the Director of the Laboretory or Head of the Bureau 
Division, the menuscript may be reviewed editorially before it is 
submitted for technical review, However, in such cases, the editor will 
be vexpected: to review the oe agein in its final, revised) form 
betore Lt )is sus mivced for Bureau approval, since the manuscript will 
receive no further edi ey review pri or. to its submission for 
publication, y ; 
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h. Bureau review and approval: When the manuscript has been technic- 
ally and editorially reviewed and revised, and is, in the opinion of the 
Director of the Laboratory or Head of the Bureau Division, ready for pub- 


slication, it will be submitted together with a file of all correspondence 


to the Chief of the Bureau with the request that it be approved for publica- 
tion in a designated journal or other medium. The request will be ac- 
companied by the number and title of the line project or projects under 
which the work covered by the manuscript was conducted, and by an abstract 
of the manuscript for the Bureau list of publicationss.. 


In the Office of the Chief, review will be limited to examination of 
the manuscript to determine whether it conforms with Bureau and Department 
policy, and whether there is need for review by’ agencies other than this 
Bureau, etc., but will not include technical or editorial review by the 
Bureau's Division of: Information. 


It, -Manuseripts for presentation only may be divided.into three classes: 
(1) manuscripts of general or "popular" talks, such as lectures before 
service clubs and similer onganizations, (2) manuscripts of scientific 
Pelks wile’ report spéecifisally the regults of the Bureau's ‘published ine= 
search, and (4) manuscripts of scientific talks which report scientifically 
results of the Bureau's research which is wholly or partly unpublished. 


For taiks in the first class, a manuscript or sufficiently detailed 
outline will be prepared and submitted through the Director of the lLabora- 
tory or Head of Bureau Division to the Chief of the Bureau for approval 
Dom presentation only. It will not be necessary to submit copies of. such 
manuscripts or outlines for editorial review or for technical review in the 
other laboratories. However, if the subject matter includes work of other 
Regional Iaboratories or Bureau Divisions, clearance-of the Regional Lab- 
GOravories or Bureau: Divisions concerned should be~secured.  A-paper,;once 
approved for presentation may be presented again without prior approval but 
tow. lt be the responsibility of the Director of ‘the Laboratory or Headwar 
the Bureau Division to’ report. promptly the date and place of each such 
presentation to the Chief of the Bureau so that proper record can be made. 


For talks in the second class'a manuscript or comprehensive outline 
will. be prepared and copies submitted to the Regional Laboratories and 
Bureau Divisions for the information of their. staffs; at the same time 4 
copy willbe sent to the Chief of the Bureau with request for approval for 
presentation only. Submission of the manuscript should be aecompanied by 
a statement showing the name of the group before: which it is to be pre- 
sented and the place and date, If examination of the manuscript or outline 
by a Regional Laboratory or Bureau Division discloses material in conflict 
with their observations or interpretation, this should be brought to ‘the 
attention of the Laboratory in which the manuscript or outline originated 
and simultaneously to the attention of the Chief of the Bureau. Whenever 
such instances occur, approval by the Chief of the Bureau will be withheld 


oe abstracts will be 

Procedure for hae 
~ ghall be ‘the same 
- graph above. 


ally reviewed and) 
prescribed above aes aA. for Pir oaunee aaa ane 
review will not be required. In exceptional circumstances where 
of time absolutely precludes preparation of a manuscript, a compre 
outline that includes all pertinent data and conclusions may be pr 
reviewed and submitted in lieu of a ee a a si Here e aN 


i 


of 


d mission a publish. 


Since, in the majority of cases, 
for both presentation and publication, 
approval nee it is practicable to. do SO. 
will be that indicated under. "Manuscripts for Publication.” 


a a a cee, 


DOLE 3 AIC Publications ard CA a a Lists: 


Een the trade ane be sumitted for Bureau approval and the assign 
Raper CA numbers. , pau site: 


Material of a a rather ee Speers ase: ‘such as pre 


or certain phases of the Bureau's ee ona USES: of cub i 
without abstracts sare publi shed in processed form under ATC number s 
‘scripts bearing AIC numbers 
Should be prepared, See aid Senate lly reviewed and , submit 
tepproval of the Chief of Bureau, 
Publication." 


uN CA 
various k 
sources of 


- 


oath 


seb 


relating to the preservation or industrial processing of agricultural com- 
modities, their products, or by-products. CA lists are not classed as 
Bureau publications and are not to be distributed to libraries for catalog- 
ing. Such lists must be non-discriminatory and must contain statements 
disclaiming recommendation or endorsement by the Department when proprietary 
products and manufacturers are listed. CA lists’will be submitted to the 
Chief of Bureau for his approval before they are issued, and copies will be 
sent to all of the Laboratory Directors and Heads of the Bureau Divisions 
for ‘cheir information. 


All revisions of or supplements to existing AIC publications and CA 
lists will be submitted for Bureau approval according to the procedure out- 
lined above before they are issuede When supplies of AIC publications or 
CA lists are exhausted and preparation of new supplies is necessary, such 
new supplies should be marked "Re-issued - Date", and may be prepared with- 
out Bureau approval provided no significant changes are made in the re- 
issued material. Copiés of re-issued AIC publications and CA lists should 
be sent to the Chief of Bureau for files and record, 


PRIVATE IANUSCRIPIS 


ne 


The Bureau does not object to its personnel doing privete writing on 
subjects in which they are interested provided the time and energy required 
for this outside activity does not interfere with their official duties. 
This work, however, must be done in accordance with Department regulations 
(which includes Nos. 12lh, 1336, and 15)48)--that is, it must be done outside 
official hours, must not involve the use of Government material or official 
time of other personnel, and must not report on unpublished results of the 
Bureau. 


Members of the Bureau staff desiring to write articles, books, chapters 
for books, book reviews, etc., for private publication should first obtain 
Bureau permission through regular channels to do such work (this should be 
done before a commitment is made): second, submit the finished material 
(original and one carbon copy) through the proper channels to the Chief of 
Bureau for consideration. If authors are to be remunerated, the extent of 
such remuneration should be stated in the initial request. 


Members of the Bureau staff who wish to edit books, articles, reviews, 
oer other material for private publication should secure Bureau permission 
through regular channels before commitment is made. If remuneration is in- 
volved, the amount should be stated in the request. 


